Judicial Council of California
Administrative Office of the Courts

Procedure No.
Page

Trial Court Financial Policies and Procedures

INDEX

Original Release

April 2001

Originator: Effective Date: Revision Date:

Administrative Office of the Courts July 1, 2005 April 7, 2005




Trial Court Financial

Policies and Procedures Index Page: 2 of 29
Topic Policy Page No.
A
AB 233 0 N 2,11
Seealso........... 201 4-6
Seealso........... 9.01 .. 5
Seealso......... 11,01 8
State Funding of Trial CourtS............cceeevvvvvvivnnnnnnn. 201 5
Trial Court Financial Stability ..., 201 5
Accounting PrinCiples...........ccoovveeeiiiiiiiiiiiiie e 5.01 i 2-8
Basis of ACCOUNTING .....ccuvvuiiieieiiiieeiiicie e 5.0, 7
Budgetary ACCOUNLING........uuviiiieeeeeeeeeiiiiiiee e e, 5.0 i 7
Financial Reporting ...........uuciiiiiniiiiiiiiicie e S.01 e, 8
Fund ACCOUNEING ....coceeiieeeeicee e 5.01 i 6-7
Generally Accepted Accounting
Principles (GAAP).......ooecci e 5.0 i 2-6
Governmental Accounting Standards
Board (GASB).......ccovviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeee 501 . 3,56
Accounting ReCOrdS .........uuvuiiiiiiiiiieiiiie e 201, 9
FOr GrantS........coouviiiiiiei e S.04 .. 9-18
AcCCoUNtiNg SYSIEM.....cccviiiiiiiieeeeieeeei e 2.0 . 6
Accounts Payable .............oiiiiiiiiiiii e S0 1 2-4,9,11
Seealso......... 12,01 . 4
Accounts Receivable............ccooo (015 R 6-7
Seealso......... 12,01 4
Administrative Director of the Courts..........cccccevvveeeeee. 101 e 3,7,8
Approval to Close Bank Accounts........................ 13.01 14
Approval to Open Bank Accounts......................... 13.01 e 4-6
Budget Development Responsibilities.................... 401 8
Disposal of Technology Equipment........................ Q.01 i 12-13
Comprehensive Court Security Plan...................... T.04 3-4
Recommendation of Travel
Expense Reimbursement ............ccccevvvvninnnennn. 8.03 2
Administrative Office of the Courts (AOC)................... 101 e 3,7
Audit RIGOtS ..o 11,01 6-8
Budget Unit........coooeiiiiiiiiie e O 7
Chart of ACCOUNTS .....uvviiiiieiiiiieii e 5.03 6
Chief Financial OffiCer.............uuuuvuiiiiiiiiiiiiiiiiiiiiiins 101 o 8
Seealso........... A.02 .o 12
Duties and Responsibilities of..............ccccceeeeeen.... 1.01 i 11

Judicial Council of California - Administrative Office of the Courts



Trial Court Financial

Policies and Procedures Index Page: 3 of 29

Topic Policy Page No.

FIinance DIVISION........ccuuviiiiiieiieeeeeeeeeee e L R 8

See also........... 2.02 i, 15

See also............ O o 15

See also........... 402, 10, 11

Bank Account Reconciliation ............c.......... 1301 e 12

Closing Bank Accounts ..., 13.01 . 14-15

Opening Bank Accounts  ....cceeeeeeeeee, 13.01 i 4-6

Internal Audit Unit .........cooviiiiiii e, L 12

See also............ 201 . 8

See also........... 2.02 e, 8

See also............ B.01 .o, 10, 12, 30

See also......... 1101, 6, 15

Organizationof 101 e 7-9

Submittal of Financial Reports to...........ccccevvvvvennnn. 2.01 ., 11

Trial Court Fiscal SErviCeS .......covvvvviiivvieeeiiieeeennnen. 1.0 e 8-9, 12

See also............ 2.02 i, 14

AQENCY FUNAS ....eviiiiii e 301 i, 9

See also........... 502 e, 5

See also............ 5.03 e, 5,8

Alternative Dispute Resolution ............cccooeeeviviiiiiinnnnnn. .02 .. 2

Alternative Policies and Procedures.........c...cccveeeene... 2.02 i, 8
Assets

Capitalization Of ............eevviiiiiiiiiiiieiiiieeeeeeeeeeeeeeee 9.01 . 5-8

Controlled ACCESS t0....ccvviiiiiiiiiiieii e, 2.02 ., 9

General Fixed Asset Account Group...................... 5.03 8

Supplies and Equipment for Grant Programs ........ 504 11-13

AUAIES oeeeeeee e 11.01 . e, 2-16

AOC Notification Of .........cocvviiiiiiiiiiiiiieeeee e, 1101 e 13

Audit RIghts ... 11.01 6-8

Administrative Office of the Courts.................. 1101 e, 6-7

County GOVEINMENt ........vvviiiiieeeieeieeiiine 11,01 e 8

Judicial CounCil........coooevviiiiiiiiiiie e, 11,01 e 7

State of California..........ccooeeevieiiiiiiiiiieeiee, 0 T O 1 7-8

Trial Court Management............cccoeeeeeeeeeeennnnns 11,01 e 8

AUdit REPOIS .....coevviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeee 11,01 e 14

AUdit SUPPOIT ....eveieee e 11.01 e, 13

Bureau of State AuditS........ccccoevvveiiieiiiiieeieeee, 1101, 3,5,8

Catalog of Federal Domestic Assistance.............. 11.01 e, 12

Judicial Council of California - Administrative Office of the Courts



Trial Court Financial

Policies and Procedures Index Page: 4 of 29

Topic Policy Page No.
Corrective ACLION............ceiieeeeeeeeeeeieee e ee e 11.01 e, 15
I 1Y =12 U] o T R 11,01 14
Generally Accepted Auditing Standards .............. 1101 e, 4,13

Generally Accepted Government
Auditing Standards ...........ccceevviiiiiii e, 11.01 4,11
Petty Cash ......coooi i 804 .. 2-10
Single Audit ACT...........uuiiiiiiiiiie 11.01..iis 5, 8, 10-11, 15-16
Subsequent AUdItS.........cooeeeeiiiiiiiiii s 1101 16
Trial Court Rights to Audit County ..........cccceeeeeene... T.02. i 9-10
TYPES Of e 11,01 8-12
Federal Grant ...........ccccvvvviiiiiiee e 11.01 e, 9-12
Financial ...........ccoooooiiiii 11,01 8-9
Performance.......cccceeevvveeiciiie e 11.01 e, 9-10

B

Bank ACCOUNES ........ccovviiiiiiiiiiee e 13.01 i 2-14
Authority to Establish ...........ccoooooiii 1301 3-4
Bank of America, as preferred bank..................13.01.........ccoi i, 5
Blank ChecCKS.......cooooiiiiiiiiiii e 1301 8
Check ReQISter .....covvvvviiiiee e 13.01 i 9
Check StocCK......coooiiiii s 1301 9
CloSING Of v 13.01 i 14.15
DT o [0 S | ST (o S 13.01 6-7
Required Endorsements ON...........cccccvvvvvnnnnn. 13.01 i 7
Maximizing Interest Earned ............cccccoovviiiiinnnns 13.01 17
OPENING Of ..eieeeeceeeeec e 13.01 e 4-6
OverdraftS ... 1301 ., 17
Reconciliation Of............oovviiiiiiiiecee e 13.01. i 14, 15
Record Retention...........cccoevvviiiii 20200 AT
See also......... 13.01 o 20
Segregation of DULIES .........ccovvviiiiiiiiiiiie e, 1301 17,18
Y/ 0] e [=To @ 1= Tor 13.01 e 9
Withdrawals from ... 13.01 ., 8-10
Baseline Budget............cueiiiiiieiiiieeec e O 3, 14-15
Basis Of ACCOUNTING......cuuuuiiiiiiiiiiieeeiiiie e 5.01 ., 7
Seealso........... 5.02 i 2,4-6
Blank ChecKsS ........ooooiiiiiiiiiii e, 1301 8

Judicial Council of California - Administrative Office of the Courts



Trial Court Financial

Policies and Procedures Index Page: 5 of 29
Topic Policy Page No.
Blanket Purchase Orders ...........cccoveeeiiiiiiiiiee e 2.02 24
Seealso........... 6.0L ..o 26-27
Seealso........... B.02 .. 4,5
Budgetary Control .............eeiiiiiiiiiieeeciee e 401 16-17
FOr GrantS........ooovuiiiii e S.04 ., 6
Budget Change Proposals .........cccccevvviiiiieceeeeeeeiinnn 402 10
Budget Change ReqUestS ..........coovvvviviiiiiiineeeeeeeeeiies 2.02. i 14
Seealso........... 401 .o 3,12, 15
Seealso........... B.02 .o 11-12
Budget Development..........cccooveieeiiiieeiiiiiee e O 8-15
Baseline Budget...........cooouiiiiiiiiiiieeei e 401 14-15
Seealso........... .02 oo 9
Budgetary Control...........coouiiiiiiiiiiiiiii e 401 16-17
Budget Change RequeStS..........cccevvvvevvviiiiieeeeeee, 2.02. i 14
Seealso........... 401 3,4,15
Seealso........... 402 oo 11-12
Budget EXeCULiON..........coouviiiiiiiiieeieeeeeiice e 401, 17
Budget Implementation...............cccevvvvviiiiieeeeeee, 401 15-16
Budget Program Structure ............ccceevvvviiiienneeeeee. 401 12-13
Chart of ACCOUNTS ......c.ovvviiieeeiiiieeiiie e 401 .. 12-13
Judicial Administration Efficiency and
Modernization Fund...........ccooevviiiiiiiieiieeieee, O 4, 6-7
Salary and Position Worksheet..............ccccevvvnnnnnn. O 14
Sources of Trial Court Funding ............cccccccuuvnnnnens A0 . 4-7
State Budget Cycle and Timelines..............c.......... 401 .., 7-8
Trial Court ACHVILIES .....cceevveeeeiiiiee e 401 . 11-12
Trial Court Trust Fund........cooooeiiiiiiieis O PP 4-6, 16
Trial Court Improvement Fund .............ccooeeeiiiiinnns 401 ... 5-6
Budgetary ACCOUNLING .......uvviieeeeeiiieeiiieie e 5.0 i, 7
Budget Evaluation .............coovvviiiiiiiiiiiiiiiiiiieiieeeee 401 . 11-12
Budget EXeCULiON ............ouvviiieeie e O 1 S 17
Budget Implementation ..............coevvviiiiiiiiiiiiiiiiiiiiieeee, 401 . 15-17
Budget Monitoring and Reporting............cccceevvevvvvvnnnnn. 402 2-12
Budget Change Requests..........cccceeiiiiiiiiinnnnnnnnnn. 402 11-12
Budget Monitoring Requirements................ccceeeen. 402 5-6
Budget Reporting .......ccooovvviiiiiiie 402 ..o 6-8
Quarterly Financial Statements ....................... 402 6-7

Judicial Council of California - Administrative Office of the Courts



Trial Court Financial

Policies and Procedures Index Page: 6 of 29
Topic Policy Page No.
Report of Revenues.........cccccovvveeevivvveiiiiieneeeen, 402 4,7-8
Certification and Documentation....................... 4,02, 7-8
Budget ReVISIONS...........ccuvviiiiiieeeiceeeeee e 402 8-9
Budget Transfers .......coooviiiiiiiiie e A.02 .o 9-11
Transfers between Program ltems ................... O 9-10
Transfers between Objects of Expenditure....... A.02.iiiiiiie s 10-11
Emergency Budget Procedures...........cccceeeeeeeenne. 402 12
Record Retention............ouuiiiiiiiiiiiiiiiiie e 1201 4-6
Budget Planning.........cooovuuviiiiniieeeeeeeeeiee e O 1 12
Budget Program Structure............cooeevvvvviiinneeeeeeeeeiinns 401 12-13
Seealso........... 5.04 .. 6
Budget ReVISIONS ..........couuuiiiiiiiiieiiiceeiiie e A.02 .o 8-9
Bureau of State AuditS ..........ccoovveviiiiiiiieeeeeeee, 1101 e 3
BUSINESS PractiCes..........uuuiiiiiiiiiiieeiiiiie e 201 ., 5
C
California Multiple Award Schedule............................. B.01 .o 4,13
California State Contracts Register............cccceeeeeeeeenne. 6.01 .o 15
Case Management System
Minimum Internal Control Standards for ................ 2.02 i 10
Revenue Collection Functions ............ccceeveeeeeeeee. 1001 4-5
Revenue Distribution............ccccoeeevvviviiiiiiie e, 10.01 . 11-12
Cash Basis of ACCOUNLING .....cccvvvvriiiiieeeeieeeeiiiiiee e 5.02 . 7,10
Cash Handling..........ouviiiieieiieieeecceee e 10.02.cciiiiieee 2-21
Acceptable Forms of Payment............cccccoeeeee 10.02. . 5
Armored Car Service........covevvvveiieiieiinnennn A301 9
Automated System Down Time ..........cccccceeeeeeennn. 10.02.. 13
Beginning Daily Balance............cccccvvvviiiiineeeenn, 10.02. i 5-6
Cash Change Fund.........ccoooooiiiiiiiiiiiiii s 10.02. e 3,14
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ProCeAUIES .....vvviieee et 10.02. . 6-7
RECEIPLS ..ceviiiiiie e 10.02.cciiiiiiiiee 12-13
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Seealso .......... 703 e 21-22
WaArTaNTieS ......covvvviiiiiiiiiiiiiiiiies e T.03 24-24
Contract Law Enforcement Template ..........cccccceeeee. T.04 .o 11-13
Convenience Fee (for Credit Card Payments) .......... 10.02.iiiieeee e 10-12
Court Accounting and Reporting System (CARS)........ B.02. . 2
Court-Appointed Counsel.........ccceevees cevvvviiiiiiiiieeeeeee, .02 i 2,6
Court-Appointed Investigator............. «oovvveeviiiiiinnnneenn. .02 .. 2,6
Court-Appointed Psychiatrist/Psychologist.................. B.02. i 2,6
Court Executive OffiCer .........couuviiiies voviiiiiiiiieeeeeee 101 10
Appointment of Petty Cash Fund Custodian.......... B.04 ..o 4
Audit Point of Contact ..........cccevvveiiiiiiiiiiiiiineee, 1101 13
Authorization of Individuals to Sign Checks......... 13.01 e 8
Bank Account Withdrawals .............ccccceivviiiiinnnis 13.01 e 8-10
Certification of Budget Reports........ccccoeeveeevveeennnns 402 7-8
Destruction of ReCOrds ...........ccoovvviivniiiiiineeieeeenns 12,01 i 7
INnvoice APProval .........ccovvvvviiiiiiiiieeeeeeeee e B.0L .o 6
Invoice Problem Resolution ..., .01 . 10
Maintenance of Court-Owned Software List .......... 9.01 .. 7
Requests to Close Bank Accounts...............ccee..e. 13.01 i 14-15
Requests to Open Bank Accounts.........ccccceeeeeee.. 13.01 4-5
Responsibilities of ..........cccoeeiiiiiiii 1.02. i, 4-5
Court FaCIlItIeS ....ooevveiiiiiee e 901 .. 5
Court Fiscal OffiCer.........iiiiii 0 10
Changes to Vendor Files ...........ccccuvevieiiiiiiiiiiiiinnns .01 . 9
INnvoice APProval ..........cooovvvviiiiiiiiee e S 0 1 12
Invoice Problem Resolution ...........cccovvvvviciinnnenn. 801 . 10
List of Employees Authorized to Sign Checks ..... 13.01 e 8-9
Budget ReVISIONS ... A.02 . 8
Reimbursement of Petty Cash Fund...................... B.04 ..o, 6-7
Responsibilities Of ... 1.02.. 5-6
Court OPerationS.......ccceeeeeeiiieiiiee e O O 16
Seealso........... 9.01 .. 5
Courtroom INterpreter.. ..o .02, 2
Credit CardsS........cuveiiiiiieeeeeeeeere e 2.02 i 13-14
See also ........... 6.0 ..o 30, 31
Seealso......... 1001 8-11
See also ......... 10.02..cciiiiiiiiiees 5,8-12, 21
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See also......... 1301 12-14

CUIE NOLICE ...t e T7.03 e, 4, 20-21, 23

D

Department of General Services Charge Card............ B.01 . 31-32
Seealso........... 2.02 i 24

Department of Motor Vehicles (DMV),

Employer Pull Notice(EPN)..........c.ccoiiiiiiinnen. B.03. . 6
Deposit Certificates, Retention of................ccceeveenees 12.01 i, 5-6
Destruction of RECOrds...........coovvvviiiiiiiiiieieeieeeeiiiiinnnn 1201 7-8

AUthOriZatioN ........ccoove e, 12,01 e 7

Duplicate RecOrds.............ceeeieeeiiiiiiiiiiiiieeeeeeeeeees 1201 . 7

Permanently Reproduced Records...................... 12.01 i 7-8

Two Year Retention ............ceeiiiiiieiieeeiiiiieneeeee 1201 . 8
Disposable tems..........oovviiiiieii e S 0 1 5,6
Dispute ResOIUtioN ............uveiiiiiiiiiieeiie e, 701, 12,16

Seealso........... T.03 e 18
E
Emergency Budget Procedures ..........ccooeeeeveeeeiiinnnnnn. A.02. i 12
Employee Travel Expense Reimbursement................ B.03 . 2-36

Minimum Internal Control Standards for ................ 2.02. i, 10
ENCUMDBIanCES .......coooviiiieiciee e 6.02 . e 2-5

Blanket Purchase Orders with Releases................ B.02..cciiiiii e, 4

(@1 o To7=] 1] o [ B.02 . i 5

(IN)CARS......oiii 8020 2-7

Change Orders .........ocuuiiiiiee e B.02 . i 5

Fiscal Year-End ... .02 i, 5

Obligations Not Encumbered..............cccoevvvvvvvnnnnnn. 6.02 . i 5

One-Time Obligations...........cccovvviiiniieeeieeeeeiin, B.02.. i 4

0ONgoing CoNtractS......ccoeeeeeeeveeeiiiiiie e B.02. i 4

Purchase Card Transactions .............cceeeeveeeeeeeeennns B.02. i, 5

PUIPOSE Of e B.02 . e 4
Endorsement Requirements for Bank Deposits ........ 13.01 . 6-7
Equipment Utilization.............cooevvvveviiiiiie e, Q.01 i 9
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EXPENdItUIES ... 5.02 2-11
Recognition Of ... 5,02 2,6,7-9
Year-End Accrual of ..., 5.02 . 10-11
E
Fiduciary FUNAS.........cooouiiii e 301, 6
Files and File INntegrity ........cccooeeeeeiiiieiiiiiiie e T.03 i 6-11
Finance Division.............................See Administrative Office of the Courts
Finance MemosS........c.ovviiviiiiiiiiiiiieiiii e 22020 7
Financial Management............cooooviveiiiiiiiiinnee e, 201 .., 2-12
Accounting ReCOrds...........ceeiieieeeeieeiiiiiiee e eeeeeeens 201 i, 9
Accounting SYSeM .......uuvuiiiiiiiiiiieiiie e 201 6
BUSINESS PracCtiCes.........cccvvvviiiiiiiiiiiiiiiiiiiiiiiieeeee 201 . 5
Financial Reporting ........ccouuviiiiiiiiiiiiiieee e 201 . 10-12
Independence and Accountability .......................... 2.01 i 4
Internal CoNtrolS..........oooovviiiiiiiiii e 201 . 6-8
Competent Personnel............ccccevvvvvviviiennneeenn, 201 7
Internal REVIEW ..., 201 8
Segregation of DUtieS..........cccceevvvviiiiiieeeeeeeens 201 s 7
Standard Operating Procedures...............cc...... 200 7
Transaction Authorization and Documentation. 2.01 ..........ccccoeeiiiiiiiiiiieiieiinns 7-8
ResponsibIlities ... 201 . 4-5
Financial Personnel Requirements .............cccceevvvvennnn. 1.02 . 7
Financial Reporting .......coouuviiiiiiiiiiiieiice e 201 ., 10-12
Seealso........... 501 8
Grant Program ..........cooocieiiiiieiiiin ceeeeiieeeeeeie e S5.04 .. 15-16
Fiscal Management Responsibilities ...........cccccevvvvnnnn. 2.01 . 4-5
Fiscal Services Manager.................... See Administrative Office of the Courts
Fiscal Officer................................See Court Fiscal Officer
Fiscal Year, California State............cccceeeeveiiiiiieiiiinnnnnn. 401 4,9
Fixed Asset Management...........ccccvvvvvvveiiiieeeeeeeeeennnnnns Q.01 i 2-12
Asset Capitalization PoliCy..........cccccvviiiiiiiiiiiinnnns Q.01 .. 5-8
Disposable tems .........cooovviiiiiiiie e, S 0 1 5,6
Equipment Utilization ... 9.01 . 9
Fixed Asset Management System ..............cccceeee. 2.02. i 30-32
Seealso........... 9.01 . 2,6,7,8
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Topic Policy Page No.
FIXed ASSELS ...oovviiiiiiiiiiiiiiieiieieeeeeeeeeeeeeeeee e 9.01 ..ot 7-8
Responsibility for ... 9.01 .. 9
Transfer and Disposal of ...........ccccoeeeieeiiiiinnnnnns Q.01 i 10-12
General Fixed Asset Account Group............ccccee.... 5.03 s 7-8
Identification TagS.......cccvvvverrriiiiie e Q.01 i 8
INVeNtOry IHEMS ......couiiii e 9.01 .. 6
Transfer and Disposal of ...........ccccoeeieeiiiiiinnnnns Q.01 i 10-12
Minimum Internal Control Standards for ................ 2.02 . 10
Physical InVentory..............ccceeiiiie e Q.01 i 6, 9-10
SOfWAIE. ...t 901 .. 7
Technology Equipment, Disposal of....................... Q.01 i 12
FOIMMS oo 1.01, 8.03, 7.01, 10.02
Annual Certification to Use Privately
Owned Vehicles ..........ccocoiiiiiiiiiiiiiici e 8.03 35
Annual Report of Trial Court Bank Accounts........ 1301 15, 24
Cash FOrm ... 804 .., 9
Contract Law Enforcement Template .................. 704, . i, 29, 30
Contract Review Checklist..........ccccoovviiiiiiiiiiiinnnnnn. 701, 19-21
Hotel/Motel Transient Occupancy
TaX WaIVET ..o 8.03 . 32
Lodging Exception FOrm ..o, 8.03 36

Notification of Opening a Bank Account...............13.01...............................6, 23
Notification to Close Bank Account.....................13.01...................18, 19, 25, 26

Request to Open Bank Account, Schedule A........ 13.01.......................4,5, 21, 22
Sample Credit Card Request Memorandum........ 10.02. i 21
Sample Trial Court Protest Procedures ................. B6.01 . i, 34-37
Serranus Account Request Form ..........cccccvvvvennn. 101 14
Suggested Change of Petty Cash
Custodian FOrmM ........cceviiiiiiiiiiiiiiiciee e B.04 .. 10
Suggested Petty Cash Receipt..........ccceevvvvivvnnnnnnn. .04 .., 8
Travel Expense Claim Form and Instructions ....... .03 27-31
Fund ACCOUNLING ......ccooiiiiiiiiicee e 301 e, 2-9
Seealso........... 5.0 i 6
AQENCY FUNAS .......coeiiiiiiiiicee e 301 i, 9
Funds and Fund Types........ccccoiiiiiiiiiii, 30T 5-6
Fiduciary FUNS..........coooviiiiiicc e, 301, 6
Governmental FuNdsS ........cooooeiiiiiiieiiieeeeees B0L. i, 6,7
Proprietary FUNS...........cccceeeiiiiiiiiiee e, 301 6
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Topic Policy Page No.
GASB Number of Funds Principle.........cccccevvvvnnnn... 301 i 5
Judicial Administrative Efficiency and
Modernization Fund.........cccccccvvviiiiiiiiiiiinninnnn. 301 7
Special Revenue Funds.........ccccvvviiiiineeiieeeeiiiinnn, 301, 8
Trial Court Improvement Fund ............cccccccceeeeenn. 301 s 7
Trial Court Operations Fund ...........ccccevvviiiinennnn. 301 7-8
Trial Court Trust Fund..........ooooeiiiii, 301 7
G
General Fixed Asset Account Group...........cceeeeeeeeene.. 5.03 i 8
General LEAQer ......uuuuiiii e 5.03 2-8
See also ......... 12,01 i 4
Trial Court Operations Fund .............ccceveiiiiiinnnnnn. 5.03 e 5,6,8
Trial Court Special Revenue Fund......................... 5.03 e, 5,6,8
Trial Court Agency Fund...........coeviiiiiiiiiiiiiiin. 5.03 58
Generally Accepted Accounting Principles (GAAP) ... 1.02........cooovriiiiiie e 5
Seealso........... 5.0 2,4-6
Financial Reporting ...........cceevvieeeiiiieeiiiiiiee e eeeeeeens 2.0 . 12
Financial TransactionS ..........cccoevvveeviiiiiiieeeeeeeeeens 201 . 6
Generally Accepted Auditing Standards.................... 11.01 ., 12,13
Generally Accepted Government Auditing Standards11.01...........ccccoeeevvninnnn.n. 11,12, 13
Gifts of Personal Property..........cccoovoviiiiiiiiiinnnnnn. 13.02
Accepting GiftS.....oooiii i 13.02. 5,6
Administrative Director of the Courts Delegation...13.02............cccvvvieiie i innenn. 13
Criteria to be Considered Prior to Gift Acceptance.13.02...............ccovi i 6, 7
Designation of Gifts of Personal Property... ..13.02.. ...8
Factors Developed by the State Department of Frnance under Government Code
Section 11005.1....ccoiiiiiiie e 13.02.ciiiiii 14, 15
Gift Monitoring and Reporting..........coovvveiieinennns 13.02....cii9-11
How Gifts Aretobe Used.............coovviivieeen 1302008
Processing Gifts.. e 1302008, 9
Sample Written Acknowledgement for FlnanC|aI Gifts...13.02......ccovviiii 16, 17
Sample Written Acknowledgement for Non-Financial Gifts.13.02.........................18, 19
Unacceptable Gifts..........cooiiiiiiiiii i, 13.02.. i 7
Governmental Accounting Standards Board (GASB).. 1.02.........cccovviiiiiieeeeeeeeeeiiienn 5
Seealso........... 201 . 6, 12
See also .......... 501 5.6
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Topic Policy Page No.
Concepts Statement 1 .......oooevviiiiiiniiiiieeeeeees 201 ., 10, 11
Number of Funds Principle .........ccccoiiiiiiiiiiiiieees 3.0L 5
Revenue Recognition...........ccceeeeeeeevveeiiiiiiieeeeeee, 5.02 i 6
Governmental FuNds...........oooeiiiiiiii 301, 6,7
Seealso........... 501 6
Seealso........... 5.02 4,5
Grant Accounting and Administration.......................... 504, 2-18
Accounting ReCOrds.........ccuuvviiinieiieiceiiiiieee e S5.04 . 8,9
Allowable COStS ..o 504 . 9
Availability of FUNAS ...........coiiiiiiiiiii e, S.04 . 11
10T o= R 5.04 .., 6-8
Establishment of ..., S.04 ., 6
CoNtrol Of .....ovvvvviiiiiiiiiiii 504 . 6
Budget and Program Changes .........cccccccceeennn.. 5.04 .. 7-8
(@4 [0 F7=To 11 | S5 504 i 18
Code of Federal Regulations ............cccevvevvivinnnnnn. 5.04 . 6, 16
Common Weaknesses in Grant Compliance.......... 5.04 .. 5
Direct and Indirect COStS..........coevvveeiiiiiiiiieeeeeeeeeens S.04 9-10
Enforcement ... 504 17-18
Fund Identification.............cccoooiiiiiiiiiiiiiie e S.04 . 8
Inattention to Compliance Requirements............... 5.04 .., 4-5
Income from Grant-Funded Programs................... 5.0 .. 11
Internal Control ..........cooovvviviiiiiii e 5.04 ., 8
Measures for Improving Grant Compliance ........... 5.04 .. 5
Minimum Internal Control Standards for ................ 202 10
Procurement ..o S.04 . 13
Record Retention.............uceiiiiiieiieeceiiiiee e 1201 4-6
(=T 010 ] 11 T S 504, 13-17
Financial .........cccoooveieiiiiiiiici e 504 ., 15-16
Forms for Federal Grant Financial Reports ...... 504 16-17
Federal Cash Transaction Report............... 504 . 16
Financial Status Report..............cceevvvvvvnnnnn. 5.04 ., 16
Request for Advance or Reimbursement ....5.04 ..........cccci, 17
Performance ... 504 ., 14-15
ReqUIrEMENTS ......ooveiieiiieeeicie e B.O4 .. 6, 8-13
Supplies and Equipment from Grant Programs ..... 504 . 11-13
Termination ...........ciiiieeereieeeee e 5.04 .., 17-18
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|
Income (from Grant Programs) ............cccceeeeveieeeeeeeennnns 5.0, 11
INdeMNIfICAtION .........cooiiiiiiiiie e 701, 4,11, 16
INSUFANCE ....uniiieee e T.01 14
Seealso........... 703 e 10-11
Internal CoNtrolS..........oovvveviiiiiie e 2.02. i 2-32
Seealso........... 201 6-8
Benefits of an Effective System of ......................... 2.02 i 4-6
Competent Personnel ..........ccccovvvviiiiiieeieeeeeiiiinn, 2.01 . 7
Seealso........... 2.02. i 6, 8
Controlled Access t0 ASSEtS ......uvveeiviieeeiieeeiiiiiinnn, 2.02 e 9
GraNntS ..o 5.04 .., 8
Internal REVIEW ... 201 ., 8
Seealso........... 2.02. i 9-10
Key Elements of an Effective System of ................ 2.02 ., 6
Minimum Standards for.........cceeeeeiviviiiiiiiiee e, 2.02. i, 10-32
Accounts Payable..........ccccviiiiiinii, 2.02. 26-27
Accounting Records ...........ccceeeieeeeeeveeviiiin. 2.02. i, 29-32
Bank ACCOUNES.......coooeiiiiiiiiiiiiiie e 2.02. i 16-17
BUAQELS ..o 2.02. i 14-15
Case Management System .........cccccoeeeeeeviieneeens 2.02. i 22
Cash TransactionsS.........cccevveeeeeeeeeeiiiiiiiee e, 2.02. i, 17-20
COUI ASSELS ...t 202, 30-32
Grant ACCOUNEING .....ccuvvveiiiieeeeeeeeeeiiiiiee e e eeeeee 2.02. i 25
Judge and Employee Travel Expenses............ 2.02 s 28
Organizational Structure..........cccccvvvvveiieeeeeeeen, 2.02. i, 10-11
Payments Received through the Mail................ 202 20-21
PUrchasing .......ccceeeeeeeeiiiieeiee e 2.02. i 22-24
Segregation of DUtieS...........ccovveviiiiiiiieeiieeeenns 2.02 . 6-8
Policies and Procedures ..........ccccvvvvvvvviiiieeeeeeeeenns 2.02. i 7-8
Proper Authorization and Documentation .............. 2.02 . 9
PUIPOSE OF e 2.02 4
Segregation of DUtIES ..........ccoeviiiiiiiniiee e, 201 7
Seealso........... 2.02. i 11-13
Standard Operating Procedures ...........cccevvvvvvnnnnn. 201 . 7
SUPEIVISION ... 2.02 i 8
Transaction Authorization and Documentation ...... 201 . 7-8
INTEIEST ... oot 1301 13
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Internal Acceptance FOrmS..........c.ocvviiiiiiiieinnnnen. B.0L. ., 22
INternal REVIEW ........cooooiiiiiiiiiiie e 201 . 8
Internal Revenue Service Form 1099 MISC................ BO0L . 5
Invitation for Bid ..........cooeiiiiiiiiii e B.01 ..o 3,5,6,16
INVENTOrY IHEBMS ... 901, 5,6
Inventory Records, Retention of .............ccccceeieennnnee. 12,01 5
Investment in Fixed Assets AcCounts.............ccoeeeeeennn. 5.03. 8
INVOICE. .. et e e See Vendor Invoice Processing
J
Judge’s Travel Expense Reimbursement.................... B.03 . 2-36
Seealso........... 202 30-31
Judicial Administration Efficiency and
Modernization Fund .........ccccccviiiiiiii, 1.0L oo 10
Seealso........... 301 7
See also............ 401 .o 4, 6-7
Judicial Council of California ............coooeeiiiiiiiiiiiinnnns 1.01 . e 2,4,5-7,10-12
Administration of Trial Court Trust Fund ................ 401 4
Approval to Accept Credit or Debit
Card PaymentS........ccoovveiiiiiiiiinee e 10.02.. 8, 10-11
Approval to Close Bank Accounts........................ 13.01 e 14
Approval to Open Bank Accounts.............cccceeee.... 13.01 4-6
Approval of Travel Expense
Reimbursement PoliCy........ccooooeiiiiiiiiiiiiinne, 8.03 ., 4
AUhOrity Of oo, 101 6-7
Budget Development Role and Responsibilities .... 4.01 ..........ceeiiiiiiiiiiiiiiiiinn. 4-11
Budget Transfer Approval..........ccccevvviiiiiiieieeeeennns O 9
Deposits to Trial Court Operations Fund.............. 13.01 . 6-7
Duties and Responsibilities of ............cccccceeeeeeeeen, 101 e, 5-6
Establishment/Review of Court Security Plan........ TO4 i 2, 6-7
Organization of ..........cccceeiiiiiiiiii e, 101 e 5
Standards of Judicial Administration...................... 101 e 7
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L
Law Enforcement Security Plan ..............ccccoevvvvvvvnnnnnn. T.04 .o, 6
Legal Counsel-available from AOC’'s OGC...............7.01............coii e 16
Legal Services CoNntracts .........cccovvvvvvvviiiieeeeeeeeeeiinnnnnn 0 1 24
Levels of AULNOIItY........couvviiiiiieei e, 1.02. 6-7
Liquidated Damages .........ccoevveeeeeveeeeiiiiiineeeeeeeeeeeiiinnnns L0 1 R 4,11, 15-16
LOANS. ... A02 12
See also.......... 702 10
Lockyer-Isenberg Trial Court Funding Act of 1997 ...... 1.01 . see AB 233
M
Maintenance of Effort Payments .............ccccevvvvvvvvnnnnnn. O 5
Managers, Responsibilities of .............ccccceeiiiiiiiiiiininnns 102 6
Manager of Fiscal Services.........ccccccvviviiiiiieeeneennnnn, see AOC Manager of Fiscal Services
Master Agree€mMeENntS........coeuuiiiiiiiiiieee e B.01 s 27-29
See also............. 2.02 i 25-26
Measurement of RESOUICES ..........cceuvvvviiiieeeeeieeeiiiinns 5.02 4-5
Memorandum of Understanding..............cceeevvvevvivnnnnnn. T.02 i 3
Seealso........... A0L . 4
County-Provided Services ........... cocceeeveeeeeeeveennnnnns .02 8-9
Comprehensive vs. Separate Agreements....... .02 i 10
County Loans for Temporary Cash
Flow Shortages .........cccccev voiiiiiiiiiiieeiiiinn, T.02 . 10
Key Elements ........ccovvvviiiiiins v, T.02 i 9
ReqUIremMents .........cooovviiiiiiiins e T.02 8
Trial Court Audit Rights .......... cocoiiiieiiiien, T7.02 i 9
COUIM SECUNMLY .ot e TO04 i, 2,6
EleMEeNtS.....ccovviiiiiiiiiiiiiiiiiiiiiiiiiies e T.02. i 3-4,9
COST e s T.02 . 4,7
Schedule ... T7.02. i, 4,5,7
Scope Of WOrK......ovuvviiiiiiiiiiis e T.02 i 4,5,7-8
Terms and Conditions ............ oooevveviiiiiieeeeee, T.02. i 5-7
EXECULION .. et T.02 i 7
[N\ [=To T ] (=4[] o .02 6-7
Office of Management and Budget A-87 Cost
Allocation Plan..........ccccoo, T.02. 9
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Risk Evaluation .........ccceeeiiiiiiiiieeiee e .02 e, 7
Rule of Court 6.705........cciiiiiiiiiiiececeeeeeeeis T.02 i 9
Rule of Court 810......ccuiiiiiiiiiiieeeieeeeeeee e .02 e 4
MICro PUIChaSES ......covniiiiieeeee e 2.02 22
See also............ B.0L .. 13
Modified Accrual Basis of Accounting .............ccccceueee. 5.0 i 7
See also............ 5.02 e, 2,5-6, 10
Monthly Cash Settlement Report ..........ccoeevvvveiiiinnnnnn. 2.01 ., 11
See also.............. 10.01 oo, 12-13
N
National Center for the State Courts Commission on
Trial Court Performance Standards ....................... 201 ., 4
Negotiation
CONIIACT ..viivee e 0L, 13-14
MOU e .02 e 3-7
Notice Of Default..........cooviiiiiiiie e .03 e 5, 23
O
Office of Management and Budget A-87 Cost
Allocation Plan........ccoooviiiiiiiiieeeeeeeei B.O4 .., 9
See also............ T.02 e, 9
Office of Management and Budget Circular A-133....11.01.......ccoovviiiiiiiieeerreeennns 11,12
OVErdrafts ..o 1301, 13
P
Payment Authorization ...........ccooeevviiiiiiiiiii e, B.0L ., 7
Payments Made in Person .........ccccccceeeeeeeeeeeeeeeviinnnnn, 10.02.cniiiee e 9
Payments Received Through the Mail....................... 10.02. e 15
Personal Vehicle Mileage...........cccvvvviviiiiiieceeeeeeiis .03 ., 9,21
Petty Cash........coooiiiiii s B.04 ..o 2-10
AUt OF e B.04. ., 7
Disbursement Of ..........ooiuiiiiiiiiiceees B.04... 10
Yot =T o] B (0] B.04. . 10
Establishment of Petty Cash Fund......................... 804 .., 4
Suggested Petty Cash Receipt..........ccccevvvvvvvnnnnnnn. .04 ... 8
Maximum Amount of Fund .............cccooeviinn. B.04... i, 5
Maximum Purchase with..............cooeeviiiiiiiiiiis 804, 5
Minimum Internal Control Standards for ................ 2.02 i, 10
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Petty Cash Fund Custodian ...........cccccccvvveeeeeeeeene, B.04 ..o 4
Suggested Change of Petty Cash
Custodian FOrm ......cccooees coviiii 804 . 10
Reimbursement of...........ccoooiiiiiiiiiiii e, 804 .., 6-7,9
Court Fiscal Officer Approval of ..........cccceee... 804, 6, 10
Reimbursement of Petty Cash Form ................ B.04 .. 6-7
Suggested Reimbursement of Petty
Cash FOrm.......oooiiiii e 804 .. 9
Restrictions onthe Use Of ..., 804 .. 5-6
Physical INVentory ..o 9.01 .., 6, 9-10
Policies and Procedures..............uuuuevveeeieeevveeeeeeeennennne. 202 6-8
ComMPrehensIiVe..........cuuueiiiiiiieieeeeeiee e 202 7, 24-25
Alternative ... 202 8, 13,24
Undocumented..........ooooviiiiiiiiiieeceeeei e 202 8,13
Preservation of Records........ccccccvvvviviiiiiiiiiiiiiiiinnnnn. 12,01 e 10
Presiding Judge .......coooviiiiiiiiie s 1.01 10
Budget Change RequeStS..........cceevvvevvviiiiieeeeeee, 402 12
Budget Implementation ..............cccoeeveeiiiiiinineeeeeee, 401 15
Budget ReVISIONS..........cccvvuiiiiiiieeeiceeeeeee e A.02..cceieee 8
Budget Transfers .......coooviiiiiiiiiie e A.02 .o 10
Certification of Budget Reports...............eevvveeveenenee. 0 7
Requests to Close Bank Accounts....................... 13.01 i, 14-15
Requests to Open Bank Accounts.............ceeeeeeeeee. 2.02 i 16
See also ......... 13,01 i 4-5
Responsibilities Of ... 1.02 . 4
Responsibility for Fixed Assets and Equipment..... 9.01........ccoooiiiiiiiiiiiiiiieie e 9
Travel Request Approval ...........ccooeeiiiii, 8.03 . 5
ProCurement...... ..o B.01 . 2-32
AdMINISTFAtION ...uvviiiieccceeeee e B.01 .o, 22-24
Approval Thresholds...........cccooeeeiiiiiiiiiiiie e, 6.0 .o 10
Blanket Purchase Orders.........ccccceevveeviiiiiiineeeeeee, 2.02 i 24
See also ........... B.0L . 26
California Multiple Award Schedule ....................... B.0L .. 4 13
Circumvention of Procurement Requirements ....... 6.01 .. 21
(@] pp] 1= 1] 1o o 1R 6.01............ 15, 16, 24, 25, 26, 28
(@70 11 - Tox SN 6.01..3-9, 11, 14-20, 22-28, 31-37
See also............ B.02 e 3,4,5
Department of General Services Charge Card ...... B6.01 . 30
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Seealso........... 2.02. e 24
Documentation...........ccceeeeeiiiiiie e 6.01....cceiiiinnns 22,22-27, 30, 35
File 6.01 ... 11, 15, 23
Grant Program ..........cooceeeuiiieeeeiie e 5.04 . 13
Invitation for Bid ...........ccoovviiiiiiiiieeee e 6.01 i, 3,5,6,16
MethodS ........iiiii e, B.0L i, 12
Competitive Procurements ...........cccuvvvveeeeeeeennn. 6.0 i 15
Micro Purchases ($500 - $2,500) .........c.cecv..... B.01 . 13
Purchases of Less than $500.............cccceeeenne B.01 ..ot 13
Small Purchases ($2,501 - $10,000) ................ B.01 .eeeiiiieei i 14
SO0lE SOUICE ... 6.01 . 7,24-28
Micro PUrchases ...........oouuuiiiiiiiiiiiiieiiicieee e 2.02. i 22
Seealso........... B6.01 . 13
Minimum Internal Control Standards for ................ 2.02. 10
Payment........cooiiiiii B.01., 13, 21-29
PrOCESS ... G ) 14, 15, 18-38
Protest Procedures ............cceeiieeieeeeeveeiicie e, 6.01 . 20, 21
Based Upon Award............cccceeveeiiiiiieeiiiiiiineeenn, B.01 ..o 21
Based Upon Specifications or Improprieties..... 6.01.........cccceevviviiiieeeeeeeeeeeinnns 20
Protest Guidelines ...........oouiiiiiniiiiiiiii B.0L ., 20
Protest Remedies.......coooeeviieiiieiieiieeeeiieee, 6.01..ccniiie, 20,21, 31
Sample Trial Court Protest Procedures............ 0 1 35-38
Public Contract Code.............cccoevvviiiiccice 80125
Publicizing Competitive Procurements................... L0 1 15
Purchase Cards .........coveeviiiiiieeieeeeeee e B.0L .. 29, 30
Purchase Order...........coovviiiiiiiiieeeeeeeeee e, 6.01.......... 4-8, 11, 13-18, 20-26
See also.......... 6.02. .. i, 4
And the early Purchase Order LOg.........cccoeeeevevvvennnnnnn B6.01 . 11
Purchase RequISItioN ...........cccccvvviiiiiiiiii, B.01 .. 13
Receipt of Goods and Services.........cccceevveeeeeeeennns B6.01 . 21
Request for Proposal (RFP).......cccovvvviiiiiiiiiiiinnnnnn. 6.01 .o 6
Request for Quote (RFQ)....ccooeeeeviviviiiiiiiiieeeeeeeeeens B6.01 .o, 7
Sealed Bid .......oooeeiiiii e, 6.0L.. 18-19
Small Purchases..........cccceeeeeieiiiivivicie e 2.02. i, 22-23
Seealso........... B.0L .. 14
SO0IE SOUICE ..uuviieecieeeee e 2.02. e, 23
Seealso........... 6.0L .. 24-25
SOlCItALION ....vvvviiiiiiiieeiiieeeeeeeeeeeeeee e 6.01....ccevvvrnnn. 5-8, 16-18, 35-37
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Topic
Standards of Conduct ..........ccocevviiiiiiiiiiiece,
Three-Point-Match ..........cooovviiiiiiiis
Program, Element, Component, Task (PECT)..........
See also.........
Proprietary FUNAS...........cccoiiiiiiiiiiiiin v,
Protest Procedures........coocoviiiiiiiiiiin e,
Based Upon Award..........cccceeeeeees vevvviiiiiiiineeeeeen,
Based Upon Specifications or Improprieties ........
Protest GUIdeliNeS........c.coeveviiiiiies e,
Protest Remedi€s .......cooovvivviiiiies e,
Publicizing Competitive Procurements......................
Purchase Cards ........coooeveiiiiiiiiiieecieee e
See also..........
Purchase Order........ccooouiiiiiiiiiiiieiii e,
See also..........
Purchase Order LOg..........ueeiiiieiiiiies i,
Purchase RequISItion .........cccoeeeeeiivies civiiiieeeeeeeeeeiinns
See also.........
Q
Quarterly Financial Statement (QFS) ..........ccccceeee.
See also..........
See also.........
See also..........
See also.........
See also..........
See also.........
See also..........
See also.........
R
ot o] £
See also.........
Reconciliation of Bank AccountsS.........cccccevvvvvnieennnnn.
Record Retention ........ccocvviviiiiiiiicieeeeeeei e
Accounts Payable .........cccccccceeeiiiieeeieee
Accounts Payable ..........cccccoceeiiiiiiii
F Y Lo [0 =T 0o £

Policy Page No
2 B.0L i,
nB.0L e, 22
W A0L 12-13
B.02. 5,6,7,9, 10
2301 e,
2 B.0L e, 20
B0, 20
2 B.0L e, 20
2 B.01 i 20
W B.0L e 20, 31
2 B.01 15
wB.0L e 29
2 B.02 e,
.6.01....c.c.. 4-8, 11, 13-18, 20-26
2 B.02. e, 2,3,4,5
2 B.0L e, 11
2 B.01 e, 13
12,01 coeiiiiieieee e
w102
2.0 e 11
2,02 i, 14, 30
2301,
wAO0L 12, 13
0 2,5,6-7, 8,10, 11
501,
2503,
10.01 oo 13
10.02.cccciiieicieeieeies 12-13, 15-16
12.01 ceeciicieeieee e, 4,6
13,01 i 12
12.01 i 2-10
12.01 e
12.01 e,
12.01 i
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Bank Account Records ...........cccevvvvvvvviiiiieeeeeeennnns 13.01 e 15
Seealso......... 12,01 . 6

BUAQELS....coviiiiiei e 12,01 e 4
Cash Statements .........ccoevveeeiiiiiiiiiiiiee e 1201 . 4
ClaiMS .. 12.01 i 4,5
CONLIACES ... 1201 . 6
Deposit Certificates.........ceeeviieeeiieeeiiiiiiieee e, 12.01 e 5
Destruction of ReCOrds ..........covvveiivviiiinineeieeeenns 1201 . 7
Duplicate ReCOrds............cceevieeeeeiiieiiiiiieeeeeeeeeenns 12.01 e 7
FIlING oo, 1201, 8-10
Financial RepOrtS.........coovvvieiiiieeeeeeeeeiee e 12,01 e 7
General Guidelines ...........coovvviiiiiiiiiieeeeeei, 1201 . 3
General Ledger........uceiiiieeiiieeeiiiei e 12,01 e 4
Grant ReCOrdS ........oouuviiiiiiiieiiieeeiie e 1201 6
a0 1= d] T 12,01 e 8
INVeNntory RECOIAS........coovviiiiiiiiiie e 12,01 . 5
JOUMNAIS ... 12,01 e 4
Minimum Internal Control Standards for ................ 2.02 . 10
Permanently Reproduced Records...................... 12.01 i 7
Purchase RequISItioNS ...........cccoovvviiviiiiiieeeeeeeeens 12,01 6
Quarterly Financial Statements..............cccccceennnns 12.01 7
RECEIPLS ...eviiiiiii e 12.01 i 4,6
Two Year Retention ............cceeevieeeevveeeiiiiieneeeee 1201 8
Vendor Invoice Records..........ccceeeeeeeeiiveeiiiiiinneeennn, 801 oo 15
WAITANTS ..o 1201, 4.5
Report of REVENUES .......coocvvviiiiiiiiiiecceeec e 4,02 i, 2,7,8
Responsibilities and Authority ............ccvvvvvvviiiiiiiinnnnn. 1.02. i 2-7
Court Executive Officer.......cccccvveiiiiieeiiiiie. 1.02. e, 4
Financial Personnel Requirements......................... 1.02 . 7
Fiscal OffiCer.....cccovuiiiiiiiiicie e 1.02. i, 5-6
Levels of AUhOIItY ......coovvviiiiiiiiiiii 1.02. 6-7
MaANAGEIS ...t L1022, 6
Presiding Judge .......cooovviiiiiiiiiiiiiiiee 1.02 . 4
Staff e 1.02. s 6
SUPEIVISOIS ... 1.02 . 6
Revenue Collection FUNdS ..........coovvviiiiiiieeeeeeeeiin, 5.02. e 5
REVENUES ... 5.02. i, 2-13
Basis of ACCounting ..........ceeeevieeeiiiiiiiiiiee e, 5.02 i, 4-5
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Topic Policy Page No
Collection and Distribution ..........cccoceevvievivieeennn... 1001, 2-13
Accounts Receivable ..........ccoccoeiviiiiiiiiiiins 1001, 6-7
Case Management System .........ccccoeevveeeennnn. 1001, 5-6, 11-12
Cash Control Procedures ........c.ccoeevvveeivniennnnns 1001, 7-8
(70| [=To1 110 1 [ 1001 7-9
Credit Card Payments...........cccceevvevvvvnnnnnn. 1001 8
Daily Balancing and Closeout............ccc......... 10.01 e 9
Daily Reporting........cooovveeiiiiiiieeeeeeeeeeiiiieene 1001 11
D= 010 1S | £ 1001 e 9
DIStribULION.....ceiiiice e 1001, 11-12
Measurement of RESOUrces .........ccoeeevvvevivnnnnns 502, 4-6
Monthly Cash Settlement Report.................... 1001 ., 12-13
State Controller's Office......c.covviviiiiiiiiiiiiies 1001 .., 5,10, 11
Trial Court Collection ActivitieS..........ccceuvveee... 1001 4-5
Trial Court Revenue Distribution Manual........ 1001 oo 5
Recognition Of ... 5.02 ., 2, 6-7
Year-End Accrual Of .......cooovviiiiiiiiiiieceeee, 5.02 e, 9-10
Revolving Fund and Jury Disbursement Balances in CARS
A3.01. 16, 17
Rule of Court 6.620........cccvviiiiiiii i e 6.01........... 16, 26
See also.......... Appendix E
Rule of Court 6.603.......ccouvniiiiiiiiiieecee e L.02 e 4
Rule of Court 6.610 .........coeviiiiiiieieeeeeee e L.02 e 4
Rule of Court 6.650 ........cccueiiiiiiiiiieceeceeee e L.02 e 4
Rule of Court 6.705 .....cooviiiiieeeeee e T.02 e 9
Rule of Court 6.707 ......viieeiiiieeee e 2.01 2
Rule of Court 6.709 ......couiiiiiiieeeeeeeee e 2.02 32
See also............ 9.01 i, 10, 11, 12
Rule of Court 805 .......uiiieiiiiiieieei e 1002, 5
Rule of Court 810 ......iuuuiiiiiiiiiieeieee e 2.0 e 6
See also ........... O 16
See also............ B.0L e, 6,7
See also............ T.02 i, 9, 11-17
See also.......... 1001 oo 6
RUIES Of COUIM ..ceeiiiii e L 6-7
S
Salary and Position Worksheet ...............ccccuvveeeeennnn... O 14, 16
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Topic Policy Page No.
Schedule 1-Baseline Budget.........c..coeevvvvveiiiiiciineeenn. O 14
Seealso........... A.02 .o 9,11

Schedule 2-Changes in Authorized Positions ............. 402 8,11
Schedule 7A-Salary and Position Worksheet.............. 401 . 14, 16
Y=o U 1Y/ T04 .., 2-14
Allowable COoStS Of ......cooviiiiiiiii e T.04 o 7,10
Comprehensive Court Security Plan...................... 0 2,4,5,6
Contract Law Enforcement Template..................... T.04 i 11-13
Impact on Rule of Court 810 ..........cccovvvvrviviieeeennn. 400 USRS 7
Interim Alternatives —Provision of Services........... 704 i 13, 16, 37-46
Judicial Council ROIE ......ccooiiiii T04 i 1,5,6
Law Enforcement Security Plan.................ccoeeeeeee T.04 . 6
Level of Security ServiCes.........cccccuuvvveiiiieeeeeeeennnns T.04 .o, 7-10
Minimum Internal Control Standards for ................ 2.02 . 10
Memorandum of Understanding Regarding........... 400 13-14
State Appropriations Limit (SAL)..........cooovveiennns T04. . .4
Superior Court Law Enforcement Act of 2002........ T.04. i, 2,7,10, 15
Unallowable COStS Of .........euiiiiiiiiiiiiiiiiiiieee e TO04 o 10
Segregation of DULIES..........ccevviiiiiie e 201 i 7
Bank ACCOUNES........ccoiiiiiiiiiiiiiee e 13.01 3-5
Minimum Internal Control Standards for ................ 202 10
SEITANUS ..o eeaas 1.01 . 9,13-14
Single AUdit ACE.........i 1101 5,8, 11, 15-16
Small Purchases ($2,501 - $10,000)...........ccccceeeeenenee. 6.0 .o, 14
SOMWAIE ... 9.01 i 7
Sole Source Procurements .........cccccevvummmmmmenmnnnnnnnnnnnn. 202 23
Seealso........... B.01 . 24

Special Revenue FUNds ...........ccceeiiieiiiivieeiieeee e, 301 i 8
Seealso........... 5.02 . 5

See also ........... 503 57

Seealso........... 5.0 .. 8

Standard Operating Procedures............ccccvvvvvveieeeeeennn. 2.01 e 7
State Appropriations Limit (SAL).........ccooveiieiiiininn. 401 . 4
See also........... T.04. 4

State BUdget ACT........cooviii A.02 i 4
State Budget Cycle and Timelines ............cccccceeeeeeeee. 401 ..., 7-12
State Controller's Office ........ooevvviiiiiiiieiieec e, 101 6
See also ......... 10.01 i 5,10, 11
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See also ......... 1201 e 7,8

State General FuNd..........coooiiiiiiii e A0 . 57
State of California Smog Check Program..................8.03.. 20,21
Superior Court Law Enforcement Act of 2002 ............. T.04 . i, 2,7,10, 15
SUPEIVISION ..ot 2.02 i 8
Supervisors (Responsibilities of) ..........ccoevviiiiiiinennnn. 102 6

I

Technology Equipment, Disposal of.. ...........cceeeeeeenns 9.01 .. 12
Three-Point-MatCh...........cccooin 6.0L . 22
Seealso........... .01 . 8

Transaction Documentation and Authorization............ 201 7
Travel Expense Reimbursement....... ....cccccovvveeiiieennns 8.03 . 22
Allowable EXPENSES..........uveiiieees vevvviiiiiieeeeeeeeennns .03 i 23
AIfare ..o s 8.03 .. 23
Expense Restrictions.........cccee voveeeevevveeiiiiennn. B.03 . i 23-24
Expenses of Other Employees..........cccccceeeeenenn. B.03 . 24
Incidentals ... 8.03. 24
oo (o[ o PRSP 8.03 .. 10
MEAIS.....ciiiiiiiiiiiiiiit 8.03 23-25
MiIlEAGE ....ceeeiiiiciee e e 8.03 e, 21, 25
Personal ServiCes.........cccccces o, B.03 24
Surface Transportation ........... «.ooeeevveeiiiieeeeenenn. 8.03 23, 25

AOC Travel Rate Guidelines..............ccoovvvee . 701l 24-25
Seealso........... 8.03. 26, 33

Approval to Travel........cccccceeeeiviies i, B.03 ., 5
Arranging for Travel .........ccccoovviies i, 8.03 e, 4
International.............ccoos 8.03 8, 17
Out-of-State ......ccoeiin s 8.03 . 8,9, 10, 12
Business Meal Expense Guidelines................8.03.............cccevvevenn.27-34
Business-Related Meal Form Sample............. .03 a7
Business-Related Travel by a Contractor......... 803 .14
Exception Request for Lodging Form.................. B.03 45
Out-of-State Travel Request Form.....................8.03 .. i 46
Purchased / Reimbursed-using court credit card....8.03.............cccoiiiiiiiiiinnnnn, 31
RESErVatioNS.........cooiiiiiiiiiiiiieceees e 8.03 .. 59
Travel Reimbursement Claims..... .....ccccccccceeveen.. 8.03 .. i 22
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Travel Reimbursement Claim Form.................. B.03 . 22
Travel Expense Reimbursement of
Non-Superior Court Employees............cccco...... B.03 . 24
Hotel/Motel Transient Occupancy
TaX WaIVET ... s 8.03 i 32
Unallowable EXPENSES........ccovvvees vevvvviiiiiieeeeeeeeeanns 8.03 . 24
Alcoholic Beverages.......ccccccet covveeeeeeeeeeeviinnnnnn, .03 . 25
Personal Telephone Charges. .......ccccccceeeeeeenn. 8.03 . 25
Surface Transportation in Lieu of Air Travel ..... .03 . 25
Vehicle USE.........uiiiiiiiiiiiiiiiiiies e 8.03 .. 21
Annual Certification to Use Privately Owned
VEhICIES ...t e 8.03 .. 35
Motor Vehicle Liability Program Coverage ....... .03 i 14-18
Personal Vehicle Mileage ...... ....cccoviiiiinnnnenn. 8.03 9
Trial Court....coooiiiiii 8.03. 21-25
Travel ProCeaures.........ooooviiiiiiiiiiiiees et 8.03 20
Tral CoUNt oo 101 s 4
Authority to Establish Bank Accounts .................. 13.01 . 3
Budget Development Activities .... ....cccceevveeeeerennnns O ) U 11-12
Budget Evaluation...........cccooeeeiiies wiviiiiiiieeeeeeeeeeiiee 401 o 11-12
Budget Planning..........cccoois A0 .. 12
Duties and Responsibilities of ...... ....cccccoeeiieiiinnnn, 101 11-12
Funding, SOUrces of..........ceeiiiees vevvviiiiiiee e, A0 . 4-7
Funds, Loan of.........cooiiiiviiiiii i ndA02 12
Independence and Accountability ..... ....ccccccvviiiiinnnnn. 201 .. 4
Operating Standards...........ccccevvvr ceviiieeeeeeeeeeiinn, 101 i 12
Trial Court Fiscal SErviCes .......coovvver veiviiiiieieeeieeenn, 1.01 e, 8-9, 12
Court Accounting and Reporting System (CARS).. 1.01.....ccooooeeiiiiiiiiiiiieee e, 9
Trial Court Improvement Fund .......... ..o, 101 10
See also ........... S0L. 7
See also............ 401, 4, 5-6
Trial Court Operations Fund.............. «oocvciiiiiieeeninnnnnn, 202 15
Seealso........... 301 7-8
See also ........... 401 oo 4
See also ........... 502 e, 4,5
See also ........... 503 57
See also ........... B.0L..ei 14, 15
See also ......... 11,01 e 7
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Establishment Outside the County Treasury........ 13.01 e 12
Deposits Made by the Judicial Council ................ 13.01 i 6

Trial Court Organization ...........cccceeees cevvveviviiiiiieeeeeee, 101 2-14
Internal Control Standards for ..... ....cccccceeiieeeeeneee. 2.02. i, 10-11

Trial Court Revenue Distribution Manual................... 10.01 e 5

Trial Court Surplus Materials website ......................9.01.............oc 13

Trial Court Trust FUNd .........ovviiiiiieies i 301 7

Seealso........... 401 4-5, 6, 16

Trial Court Vehicle USe ...........ccceiiiiiieiiieiieee e B.03 . 21

Two Percent Automation Funds........ ..ccccceeeeiiiinnennnee. 401 .. 6

y

Uniform Civil Filing Fee..........coo i, 1001,

A%

Vendor Invoice ProCcessing.......ccocoeeeevveeeeviviiiiieeeeeeen, S0 1 2-15
AccouNnt CodiNg......coeeveiiiiiiiiiii 801 i 11
Accounts Payable ..........ccccccceeiiii i 801 oo, 2,9,11
Batching INVOICES.........coooiiiiiii 801 i, 11-12
Document Matching .........ccceevviiiiiiiieiiicie e B.0L. oo, 8
Document ROULING .......cooevviiiiiiiieeeieeeeiiii e 801 . 5-7

INVOICES ..uvie e e e e e .01 i, 5-6
Related DoCUMENtS ..........cuvviiiiiieeiiiieeeiiien 801 . 6-7
Errors on INVOICES ......ccovvvviiiiiiiiee e 801 ., 10-11
Internal Revenue Service Form 1099 MISC .......... B.0L. 5
Payment ... .01 12-13
AdVANCE ..o 801 13
Y o] o] (0 )V 1 S 0 1 12
Authorization...........ccooeeeiiiiii e, 801 ., 7
FINAl. ... 801 i 13
MileStONE .......vneiiiie e, 801 13
Partial .......ooovviiiii e 801 o 13
Progress ... 801 . 13
TRIMS L 801 14
Preparing Invoices for Processing .........cccccoeveeeeeee. 801 ., 7
Problem Resolution............cccoooiieieiiiieiiiiicee e, S 0 1 9
Record Retention ..........cccooovvvviiiiiiiiiie e, 801 15
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Reviewing Invoices for ACCUracy ...........ccceeeeeveeenns B.0L .o 8-9
Three Point MatCh...........ccoooeviiiiiiii e, B.0L. i, 8
Vendor RECOIAS.......oivviiiiiieeeee e B.0L o 4-5
Verbatim Reporting ......cceuvvvviiiiieieiieeeiiiiiee e B.02. ., 2
VoIded ChECKS ....cceveiiiiieeieeeeeee e 1301 e 9
VOoIid TranSaACLIONS .....cuuiiieiiiiicieeee e, 10.02..cniii 13
W
WaAITANTS e 1201, 5
WAITANLY oo 701 5, 10, 16
See also........... T7.03 ., 5,11, 20-26
W= oMM e e e e e B.0L.. i, 30
Y
Year End
Encumbrances at..........ccoeevviiiiiiiiiiecceees B.02 i, 5
Expenditure Accrual..........ccccoevveeeeiiiiiiiiiiiieee e, 5.02 i, 10-11
Revenue AcCrual........coocoviiiiiiiiiiieeeeeeee e, 502, 9-10
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